
HOW TO CREATE MULTIPLE ROWS OF DATA 
 

CREATING MULTIPLE HEADER ROWS: 
 
1. First, highlight the header row.  Go to INSERT  Row. 

 

 
 
2. Select INSERT A ROW BELOW THE SELECTION.  Click on OK. 

 

 
 
3. A header row will be inserted. 

 



 
 
4. You can drag the header into the row you just inserted by highlighting a cell and dragging it 

into a blank cell (for example, you can drag POSITION TITLE into a blank cell in the next 
row) as shown below. 

 



 
 
OR 
 
You can click in a blank cell and type in the header name.  You can then go back and delete the 
cells that you no longer need. 
 

Move the Position Title header 
from the first row to the second 



CREATING MULTIPLE DATA ROWS: 
 

 
 

5. Now  that you have POSITION TITLE under ORG in the header row, highlight the first 
row of data.  All of the data rows will be highlighted as shown below. 

 

Double-click in the blank cell 
and type Position Title to make 
Position Title the header of the 
column.



 
 
6. Once again, choose INSERT  Row  Insert Row Below the Selection.  You will get the 

following screen with blank rows between each row of data. 
 



 
 
7. Now, you can either drag the POSITION TITLE object from the cell in the report or drag 

the Position Title object from the data map on the left side of the screen into the report.  You 
can delete the Position Title column that already exists in the report off of the screen along 
with any other columns that do not fit on the page.   

 
 



 
 
You can create multiple rows of data for each employee in this manner.  Follow the steps for each of 
the data objects in the report and then format the report as desired.  

Drag the Position Title data 
object from the report into 
the blank cell. 

Drag the Position Title data 
object from the data map on the 
left of the screen into the blank 
cell. 

OR


